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ATTACHMENT F 

TRANSLATION CORRECTION PROCEDURES 

 

Procedures for Correcting Translations 

(Must be followed by all translators of all languages) 

 

Upon receiving reviewer’s suggestions and comments, the translator will: 

 

1. Check everything marked by the reviewer against original translation to determine the most 

accurate translation of words/phrases/sentences. 

 

2. Write the following on the version with the reviewer’s markings:  

 

a. “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the 

translator; 

 

b. “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the 

translator to indicate the original translation is good as is and will not cause any 

misunderstanding (refer to “Notes” in Translation Review Guidelines); 

 

c. “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the 

translator to indicate the suggested change is the reviewer’s regionalism or personal 

preference (refer to “Notes” in Translation Review Guidelines). 

 

3. Revise/change translation based on what is determined to be the most accurate translation (see 1 

and 2 above). 

 

4. Return revised final hard copies, electronic files, and reviewer’s version with translator’s 

comments to the Translation Service Coordinator. 

 

 

 


